
 

How to Guide: Environmental Reporting 
using the Creative Green Tools 
 

Getting Started 

Website 
The Creative Green tools (formerly IG tools) can be found via www.ig-tools.com or accessible via 

Julie’s Bicycle website. We’ve recently launched our new design and platform for the tools to improve 

the user experience. Most components are the same with a few tweaks and updates throughout. 

This guide will go through the fundamentals of using the tools to its full capacity to capture your 

carbon journey.  

Logging on 
New users can complete a new account signup or if you have an account, log in using your email 

address and password set when signing up. 

 

 

 

 

 

http://www.ig-tools.com/


 

 

▪ Select the appropriate options if you are National Portfolio Organisation or in receipt of other 

Arts Council England funds.  

▪ Select the appropriate year period your data will refer to. Most organisations will submit data 

across the financial year. 

▪ If you are having issues signing up or logging in, please email support@juliesbicycle.com  

▪ Due to COVID-19 contact the support mobile phone from Tues-Thurs between 9:30-5:30pm:  

07379 245997 

Understanding the Tools 
Before you get started, understanding what the tools are and do, will help you use them in the 

most effective way. 

▪ The tools allow users to report on various factors and associated metrics that capture the use of 

carbon dioxide emissions to create a carbon footprint. 

o Footprints refer to a year of data associated with one of your Buildings or Projects.  

o Arts Council NPOs reporting through the CG Tools will need to create a footprint for each 

of their respective Buildings and/or Projects covering the relevant reporting period e.g. 

2018/19, 2019/2020 etc. 
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▪ Buildings refer to your organisation’s fixed spaces such as offices and venues. Projects refer to 

organisation’s activities beyond their buildings, including tours, festivals, events and individual 

productions.  

o Organisations can create as many Buildings and Projects on their account as they wish to. 

Home Page 
Use the Home page to quickly view your organisation’s impacts ‘at a glance’ for the current year.  

▪ Here you can review your organisation’s current footprints, trends, certifications, documents and 

if relevant, Arts Council England reporting requirements.  

▪ Navigate the tools and your account using the menu on the side.  



 

▪ To edit any account information, click organisation name in top right-hand corner. 

▪ Please remember to save any changes you have made before leaving a page.  

Documents 
This section allows you to upload documents relating to three categories: Environmental Action Plan; 

Environmental Policy and; Creative Green Certification documents.  

▪ As part of environmental reporting, NPOs are required to upload two documents; an 

environmental action plan and a policy. 

Note: Creative Green Image supports all document types i.e. .jpeg, .png, .docx, .pdf… 

▪ If you are not affiliated to the Arts Council England Environmental Programme or Creative Green 

Certification, you are not expected to upload anything. 



 

▪ You can upload more documents i.e. supporting documents with additional information that 

might not have been captured. Upload them under the most appropriate heading.  

 

Data 
To input your data, navigate to the +Data tab where there are 3 options to input your data: 

 



 

▪ Editing an incomplete footprint – If you have unsubmitted footprints they will appear here 

offering the options to delete and edit.  

▪ Creating a new footprint – Here you can create a new footprint for an existing building or 

project.  

▪ Most NPOs will be reporting on existing buildings unless there has been a capitol project or a 

building move.  

 

 

▪ Creating a new building / project – If you have a new building or project that has never had a carbon 

footprint created for, use this option to first create the building / project before attempting to create the 

footprint.  

 

▪ Cases that require this can be office moves, seasonal projects and building closures. 

 

 



 

Data Entry 
Select an existing Building / Project or create a new footprint. 

▪ Options of what is being measured is either an Office or a Venue/Cultural Building. Select the 

relevant sector and enter a Building name accordingly.  

▪ Once created, you will be directed to the data entry platform. The first tab is general 

information.  

 

 

 

 

 

 

 

 



 

Note: When reporting, select the previous financial year (1st April to 31st March). 

 

▪ Select the previous financial year.  

▪ Select the appropriate tab depending on which area you are reporting on. 

▪ Your environmental reporting criteria can be found in your Arts Council England funding 

agreement, via your relationship manager or contact us at support@juliesbicycle.com. 

▪ Please remember to check the tick box if you are submitting data to be used for the carbon 

footprint calculations. 

Energy Use 

Enter your energy data which is best found in your bills. It will display the Electricity and Gas 

consumption in kWh.  

▪ If you do not have the correct / accurate figures to enter, select the ‘use defaults’ option which 

enables the tools to calculate your emissions using a combination of other data supplied to the 

tools and your other data. 
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▪ If you cannot report on energy data, you can leave a note in the notes box i.e. serviced building/ 

unexpected closure of venue etc.  

 

Water 

 Water use and wastewater m3 can be found in your water bills. 



 

 

Waste 

Tonnage can be found on the bills from your waste contractor. If not, estimate the number of black 

bin bags sent to landfill each week. 

 

Travel 

Travel data includes Business, Audience and Fleet transportation. Depending on the category you 

are reporting for, there will be different options available. 

▪ Buildings 

o Office: Reports on Business and Fleet travel only 

o Venue/Cultural Building: Reports on Audience, Business and Fleet travel 



 

▪ Projects 

o Outdoor Event: Audience travel only 

o Indoor Event: Reports on Audience, Business and Fleet travel 

o Production: Travel data not reported 

o Tour: Reports on Personnel and Freight under different headings 

Note: See tour reporting guide for more information 

▪ Use defaults if you do not hold accurate data for the area you are reporting on. 

▪ Remember to check the units of your data. E.g. distance travelled is measured in both km 

and miles or select the relevant fuel types.  

 

▪ When reporting travel by flight distance, the tools assumes the distance entered is completed by the 

number of people entered e.g. if you enter 10,000miles by 10 people, the tools will calculate that 10 

people each travelled 10,000miles. 

o To avoid this either divide total distance by number of people who journeyed or enter each 

journey (this can be time consuming). 



 

 

 



 

Beyond Carbon  

The Beyond Carbon survey (used to be the Greenprint) is an optional piece for organisations to report 

on. The data gathered from the survey is qualitative and is a chance for organisations to provide more 

context and narrative around their environmental actions.  

 

▪ There are 4 sections made up of multiple choice and short answer questions: 

o Benefits from environmental action 

o Creative programmes and engagement 

o  Governance and leadership 

o Everyday good practice 

 

▪ We recommend and encourage organisations to try and complete the survey to help provide further 

insight into the work going on in the sector and to highlight their best practices for themselves and 

others.   

 

 

Submitting Data  
When you have completed all sections click on the submit tab. 



 

 

▪ There are 3 actions available: Submit Footprint, Come Back Later or View Results. 

o Come back later allows users to review their data if there are missing values 

o To must click on Submit Footprint for any data to be logged officially 

o View results to review submission analysis 

Footprints 

You can navigate to view all footprints from the data tab as well. Each Building/Project can be 

viewed including their respective footprints. 

 

▪ You can edit or delete a footprint i.e. if you have yearly footprints, you can edit the current 

year one if errors have been made or if a test footprint has been made, use the DELETE 

function to remove it from your profile.  



 

▪ View by Buildings, Projects or by the Year. 

 



 

Data Entry: Projects 
The options available when reporting on any projects are slightly different than buildings and 

cultural venues. 

 

 

 

 

 

 

 

 

 

▪ When reporting on a project, think about the sort of data you need to collect depending on the sort 

of project i.e. a festival, touring production or an outdoor event. 

▪ There is a separate guide on how to report on touring as it is a new feature on the tools available on 

our website.  

Results 
The results tab reveals the total footprint for the organisation – all footprints combined. 

▪ The total footprint shown will display the most up-to-date data entered by impact. 

▪ You can download a CSV file with the raw data.  



 

Summary 

The summary page gives a snapshot into the overall footprint, organised by year and can be viewed 

by impact or by footprint. 

 

▪ Toggle between ‘view by impact’ and ‘view by organisation’ depending on your needs. 

▪ The charts are interactive allowing you to explore an impact into more depth.  

 



 

▪ The charts are available for image download in various formats. 

 

 

 

 

 

 

 

 

Compare 
Click on the compare tab for users to view all footprints across the years that they have been reported on.  

▪ Each year might not reflect the same data as it depends on what areas were reported on. 

▪ A table of results can be found at the bottom of the graphs. Use for quick snapshot of raw data. 



 

▪ elect the relevant filters to change the Building/Project represented and the years of 

comparison.  

Detail 

Use the detail tab for more in-depth data observation and analysis of footprint. 

▪ Use filters to display Building/Project represented and the data year.  

▪ Download results as CSV files or download graph if available.  

 

Benchmarks 

Julie's Bicycle has developed a set of benchmarks to help organisations compare their environmental 

performance against the industry average for performing arts buildings, museums/galleries, offices 

and outdoor events.  

▪ Based on data collected through the Creative Green Tools and Creative Green certification 

scheme, our benchmarks let you compare your environmental performance against industry 

averages. 



 

▪ All benchmarks have been developed using data collected by Julie's Bicycle through Creative 

Green certifications, Creative IG Tool accounts and partner organisations from across the cultural 

sector. 

 

Further Support 
Some things to remember when reporting under Arts Council England’s Environmental Programme: 

▪ Deadline for reporting: October 30th 2020 due to COVID-19 (originally 31st May) 

▪ Your data should refer to the period: April 2019 – March 2020. 

▪ “Submit your results” when you have completed your data entry. 

▪ Upload your policy and action plan to the “Documents” page of the Creative Green Tools. 

o Environmental Policy and Action Plan guidelines: 

http://www.juliesbicycle.com/resources/environmental-policy-and-action-plan-

guidelines 

▪ Other relevant resources: http://www.juliesbicycle.com/resources 

▪ For queries, please e-mail or phone us: 

o E-mail: support@juliesbicycle.com 

o Phone: 020 8746 0400 / 07379 245997 (Tues – Thurs) 
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